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1.

By Act. of the General Assembly in 1966, a Department
of Juvenile Services was established to coordinate
and administer Maryland's juvenile institutions and
programs (Annotated Code of Maryland, 1957 Edition as
amended, Art. 52A, Sec. 1-18). The Department
ncorporated into a state-wide program juvenile
investigation, probation and after-care services
provided by the counties, Baltimore City, the
Department of Social Services (Public Welfare),
and the State Department of Parole and Probation. .

This General Schedule includes all activity involving
field operations of the Department of Juvenile
Services in the 24 jurisdictions (all of the Counties
and Baltimore City) of the State.

HEADQUARTERS RECORDS - Office of the
Assistant Secretary for Field Services

This series encompasses all records maintained at
321 Fallsway and includes all activity dealing with
confidential issues with the Office of the Secretary
and Deputy Secretary; inter and intra—state issues
and policies involving Federal, state and local
agencies; and matters dealing with the Judicial
Branch of Government Court. Examples of files
maintained at Headquarters are listed as follows:

- Files on Areas I-V including, but not limited to,
issues of personnel, contracts, lease information,
special incident reports, reports, documents,
publications and all correspondences received from
the Area Directors.

- Research documents concerning the operation of the
Department and field offices.

Armey, ir OMilm *tn*mt***»

U I « 4 J U Aulh«rii»4Vr

36reen annually. Destroy
materials no longer
needed for current busines
Directives and other mater
relating to planning and
policy or that illustrate
the development of the agei
retain permanently for
eventual transfer to the
Md. State Archives.

als

cy,

Retain permanently. Transfe
periodically to the Md. Sta
Archives•

-e

%L,SW^2JV4 &LuzJi
Tlria I/""/ 0*/ 3i«*« Ardil<ri.t



RSCV. 7 / i i

DEPARTMENT OF GENERAL SERVICES
Racads Maftaflvotcflt Division

RECORDS RETEmOJI AND DISPOSAL SCHEDULE

SCHEDULE
MO.

1259
PACE
HO. 2 Of 17

No. D«tcription Retanficn

2.

Correspondences and memoranda completed by
Assistant Secretary responding to the issues
regarding the internal organization as well as
the external environment.

All correspondences, received from the Office of the
Secretary, Deputy Secretary and Assistant
Secretaries, as well as administrators at
Headquarters including, but not limited to,
special programs, projects, issues involving the
Legislature, policies and procedures defining
intake, probation and aftercare, and other
related issues.

- From November 1988 through December 1989, all
matters concerning the operation of the four DJS
detention facilities (Boys' Village, Noyes,
Carter and Waxter), and (2) Holdover Facilities in
Western Maryland, and activities of Community
Detention Program.

INTERSTATE COMPACT UNIT

Screen annually. Destroy
terials no longer

eeded for current.business
Directives and other materi Is

elating to planning and
jolicy or that illustrate I
;he development of the agency,

etain permanently for
jventual transfer to the
Id. State Archives.

The Maryland Interstate Compact for Juveniles is
responsible for the tracking and transferring of
juveniles across state boundaries while serving the
ends of justice, the welfare of the youth, and the
protection of the community. Specific
responsibilities include: (1) the return of those
youth who leave Maryland or those youth who enter
Maryland from another state; (2) tracking Maryland
youth under courtesy surveillances in another state;
(3) assuring that youth are transported securely to
BWI Airport.

Retain for thirty (30)
years, then destroy.
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3.

Files consist of, but are not limited to, the
following:

- Pre-dispositional Investigation Long Form
- Rules of Probation
- Disposition Order
- Application for Compact Services
- Memorandum of Understanding and Waiver
- Request for Placement Investigation and/or

Out-of-State Supervision
- Correspondences from other states advising status
of youth

- School Report Cards, transcripts

- Psychological, psychiatric, medical evaluations
- Social Histories

PERSONNEL FOLDERS

Retain for three (3) years
after case closed, :,or
youth's 21st birthday,
then destroy.

This series includes all standard personnel forms as
well as other personnel media which provide

records!"8 ^ * " ^ S P e C l a l *"* 8 e n e r a l Personnel

Upon selection for employment within the Department
of Juvenile Services, either as a new hire, transfer,
reinstatement or temporary employee, a personnel
folder is prepared. This folder may contain all or
some of the following documents:

- Application

- Appointment Letter

- Correspondence Relating to New Appointment
- Personnel Payroll Form
- Personnel Position Action Request
- Personnel Recruitment Screening Report
- Personnel Transaction Form •
- Employee Withholding Exemption Certificate
- Designation of Beneficiary Form
- Retirement Form

~ A f 5 t r m a t i v e Act*o" Plan

Retain for five (5)
years after termination
of employment; then
destroy.

Kfmef, »r MrUlm (Ufrwantad••
Sdi«<U« Awtfc.Hi.JVr

••-.•jVv.^.v.vrvi-w.vr.i-. •£u«...i>i7t.. \,,,-.„... ..>, ... ;.• ' :.-.fv.v/-._.-;.•;.•!



IXM-ISO-1
nxv. 7/t«

DEPARTMENT OF GENERAL SERVICES
Record* Managrm*nt Division

RECORDS RETEXTIOII AND DISPOSAL SCHEDULE

SCHEDULE
MO.

1259

*>• 4 of 17

No. D«tcription Retention

4.

PERSONNEL FOLDERS - Contd
During continued employment, the folder may contain
the following:

- Police Checks
- EAP Referral Letters and Correspondence
- Grievance Actions
- Orientation Program
- MS 22
- MS 100
- Employment History
- Commendations
- Counseling Sessions
- Efficiency Ratings
- General Correspondence
- Health Insurance Benefits Forms
- Leave Forms
- Probation
- Promotions
- Resumes
- Reclassifications
- Training Information
- Sick Leave Control Conference Forms
- Substance Abuse Policy Acknowledgement of Receipt
- Summer Employment
- Suspension Actions

The final documents in the folder are a personnel
payroll form and the following:

i. Letter of Resignation
ii. Retirement
ii. Transfer
ivv Dismissal

GENERAL FILES • ;

— Copies of bills, expenses, and related documents

relating to the following:

Copy machine

Retain for five (5) years,
then destroy.
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General Files — Contd

Office rent
beeper system
telephone
typewriter maintenance contract
Janitorial Services Contract

- Monthly Reports of Accident, Sick Leave, Vacancy
- Law Related Information
- Clinical Services
- Form Letters
- Sign In/Sign Out Sheets
- Correspondence and Memos
- General Information Not Pertaining to Juvenile

Cases
- Inventory Records
- Outdated or Obsolete Forms
- Interdepartmental Letters and Memos
- Expense Reports
- State Car Mileage Forms
- Supply Requests
- Correspondence and Memos on Programs and

Facilities
- Volunteer Coordinator Information

- Job Announcements of Maryland State Government
- Certificates of Records Disposal
- Monthly Caseload Reports
- OSHA Documents

- Grievance Documents
- Intake Material
- ISYS Printouts
- Restitution Information
- Reference Correspondence

SI
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MASTER CONTROL CARDS

This record of 5" x 8" cards applies to the
Department of Juvenile Services offices that maintain
ongoing records of children referred to the local
jurisdiction. These cards will contain all or part
of the following information:

A. Information System Number
B. Child's Name
C» Sex
D. Race
E. Date of Birth
F. Address
G. Phone Number
H. Case Number
I. Date of Offense
J. Offense
K. Court Information
L. Judge's Name
M. Juvenile Counselor's Name
N. Investigation Information
0. Disposition Information

INTAKE FILES

Retain for thirty (30)
years, then destroy.

This series applies to cases handled informally
(i.e., Out-of-Court)• The file may contain all
or some of the following:

- Police Reports
- Intake Interview/Decision Report
- Correspondence Relating to the Case
- Intake Referrals
- School Reports
- Referrals to Other Agencies or Programs : .
- Reports of Progress from Other Agencies
- C a s e N o t e s ..•....>.-.,.„ ...•••,.-. : ••••.•..•. •.*•• •• •.-••:•>,-.- ,-...•--—.

Retain for three (3) years
after case is closed, or
youth*s 21st birthday.
Then destroy.

SdtaauU AafnnJ Vf D i > » l m l ,
Afancy, »r 0(villa* Raamantaifv*

Ut«4iU AuriwrisaJLr



IXM-ISO-1
RXY. 7 / i «

DEPARTMENT OF GENERAL SERVICES
RtcortJt Management Dlvitlen

RECORDS RETEmOH AND DISPOSAL SCHEDULE

SCHEDULE
MO.

1259
PACE
HO.

7 Of 17

lt«m
No. Description Retention

7.

INTAKE FILES - Contd

- Information System for Youth Services
(ISYS) Forms and Printout

- Standard Intake Forms
- Face Sheet
- Notice of Hearing
- Notice of Decision
- Parent and Victim Letters
- Estimates for Restitution
- Consent for Informal Adjustment
- Community Service Referral
- Disposition Letters
- Master Card

CASE FOLDERS

This series applies to the Department of Juvenile
Services case files that are maintained on children
who are referred to our office. These files will (

contain part if not all of the following:

- Police Reports
- Private Citizen Complaints
- Board of Education Complaints
- Parents Complaints
- Intake Disposition Forms
- Intake Process Forms
- Appointment Letters
- Disposition Letters
- Restitution Information/Victim Impact Statement
- Risk/Needs Forms
- Petitions
- Court Orders
- Pre-Disposition Investigations
- Waiver Investigations ;
- ISP and Orientation Forms
- Conditions of. Probation

Retain for three (3) years
after case is closed, or
youth's 2l8t birthday.
Then destroy.
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CASE FOLDERS - Contd

— Consentual Agreement
— Informal Supervision Consent Forms
— Psychological Evaluations
— Computer Printouts
— Vendor Reports
— Correspondence
— Detention/Shelter Care Forms
— Psychiatric Evaluations
— Drug and Alcohol Assessments
— Social Histories
— Medical Information
— Educational Information
— Vocational Information
— Computer Printout Data
— Release of Information Forms
— Court Summaries
— Placement Progress Reports
— Interstate Compact Documents

COURT FILES

This series applies to cases referred to Juvenile
Court by the Juvenile Intake Counselor and their
disposition thereafter. This folder may contain
all or some of the following documents:

- Police Reports
- Juvenile Petitions
- School Records
- Psychiatric and Psychological Evaluations
- Progress and Conduct Reports
- Social History Investigations
- Court Orders
- Probation Agreements ••_.....
- Related Correspondence
- Termination Summaries
- F i e l d N o t e s • '• ' . ' •''••••••• "•••.:•.,••-- •. ••->• -

Retain for three (3) years
after case is closed, or
youth's 21st birthday.
Then destroy.
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COURT FILES - Contd

- Information System for Youth Services
(ISYS) Printouts

- Individual Service Plan and Orientation Forms
- Release Orders
- Progress and Conduct Reports
- Miscellaneous Correspondence
- Case Notes
- Adjudication Orders ,
- Prior Record of Contacts
- Index Card File (5" x 8")

PROBATION AND AFTERCARE CASE FOLDERS

This series applies to DJS and includes all
standard probation forms and all or some of the
following documents:

- Court Orders
- Social Histories, and other reports to the Court.
- Evaluations, psychological and/or psychiatric
- Correspondence relating to case.
- Case Notes
- School Reports
- Referrals to other agencies or programs
- Progress Reports from other agencies or programs
- Police Reports
- Petitions
- ISYS forms
- Court Related Reports
- Computer Printouts .'•••,
- Treatment Plan
- Release Orders
- Terminated Summaries
- Probation Agreements •- • ;
- Index Card File <3" x 5")

Retain for three (3) years
after case is closed, or
youth*s 21st birthday.
Then destroy

Armey, «'r &ri*\m R«ff»« •«»•••*«
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1.2;

RESTITUTION DATA CARDS

This series consists of index cards summarizing
Court Costs and/or restitution owed by the youths.
It contains the following information:

- Youth's name and address
- Victim's name and address
- Restitution/Court Costs Collection Data
- Assigned Counselor

RESTITUTION CASE FILES

This file is for both formal and informal cases in
which the youth is ordered/required to pay Court
Costs and/or restitution. Folders may include any
or all of the following:

- Restitution Input Document
- Copies of Receipts
- General Correspondence
- Court Orders
- Informal Agreements
- Payment Records
- Input Documents
- Payment Authorizations
- Intake Forms
- Contract for Hours to be Worked
- Parents Waiver for Liability
- Worksite Time Sheet
- Worksite Evaluation Form
- Final Status Report ' .

TIMEKEEPING RECORDS

Retain for twelve (12)
years, then destroy.

Retain for twelve (12)
years, then destroy.

Tills series concerns the time worked by personnel,
Items may include .some or all of the following:

- Time Sheets completed*' daily by each employee
- Copies of Time Sheets forwarded weekly to

Headquarters- ||| „, , _

Retain for five (5)
years or until all audit
requirements have been
fulfilled, then destroy.
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13.

14.

TIME RECORDS - Contd

- Leave Cards
- Physician verification of sick leave usage
- Accident Reports
- Vacancy Reports
- Memo and Directives
- Correspondence
- Notices of Appointments for Doctor's Visits

SUPPLY REQUISITIONS

This series applies to ordering office supplies and
equipment. Folders may contain all or some of the
following documents:

Requisition Forms
Receiving Reports
Memos from the Chief of Contract Services
Mcraos from the Accounting Chief
Memos from the Fiscal Specialist
Related Correspondence

RESOURCE INFORMATION

Retain for five (5)
years, then destroy.

Placement packets are retained on each child in care,
and contracts and purchase orders outline the scope
of services, clients population and billing
information. A drawer is also provided for the
ninutes of LCC meetings, school information, and a
esource book.'

Retain for five (5)
years, then destroy.

- Local Coordinating Council Information
- Brochures
- Placement Materials - In, and Out-of-State
- Budget Packets •
- School Information
- Contracts

Armey, it Mriilm Kfn*m***»
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RESOURCE INFORMATION - Contd

- Purchase Orders
- Invoices
- Program Material
- Requests for Proposal

- Regulations for State Coordinating Council
- Monthly Reports
- Negotiated Rates of Payment
- Files on Youths Previously in Placement
- Related Correspondence

SUPERVISOR'S RECORDS

- Government Policies and Procedures
- State
- Departmental
- Local

- State Vehicle Statistics
- Sample Forms

- Descriptions of Vendor Programs
- Personnel Information

- Applications
- Yearly Evaluations
- Employee Memos
- Leave Documents
— Employee Commendations
- Employee Reprimands

- Caseload Statistics
- Population Counts
— Case Assignments

-Notes of Meetings and Conferences
-General Correspondence

CHILDREN IN NEED OF SUPERVISION
CINS) FILES

- Referrals for Services from:
- Board of Education
— School Services
- Families

•
si

//^M uihtao fluffy ^ii4d/&d£
D.t, ;iiym< / ^ Tlri«
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Retain for five (5)
years, then destroy.

..

Retain for three (3) years
after case is closed, or
youth's 21st birthday.
Then destroy

Ui«Jul« A«t«Mf4i*4Vr
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17.

18.

19.

CHILDREN IN NEED OF SUPERVISION - Contd
(CINS) FILES

- Police Reports
- School Reports
- Psychological Evaluations
- Psychiatric Evaluations
- Case Notes

- Correspondence Regarding the Case .

CHILDREN IN NEED OF ASSISTANCE
(CINA) FILES

— Referrals for Services from:
- Board of Education
- School Services
- Families

— School Reports
— Psychological Evaluations
— Psychiatric Evaluations
— Case Notes

— Correspondence Relating to the Case

CLOSED ADOPTION HOME STUDY RECORDS

- Court Orders
— Caseworker's Notes
- Adult Criminal Record Checks
— Family Income Information
- Completed Report with Recommendations
— Correspondence

CLOSED CUSTODY STUDY CASE RECORDS

- Court Orders
- Caseworker's Notes
- Adult Criminal Record Checks
- Family Income Information

Retain for three (3) years
after case is closed, or
youth's 21st birthday.
Then destroy.

Retain for twenty (20)
years, (files and cross-
referenced on juvenile
delinquency cases), then
destroy.

Retain for twenty (20)
years, (files are cross-
referenced on juvenile
delinquency cases and
custody cases may be re-
opened by the Court),
then destroy.
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22.

CLOSED CUSTODY STUDY CASE RECORDS - Contd

• Motor Vehicle Administration Record Checks
• Completed Report with Recommendations
- Correspondence

lOMMUNItTY SERVICES UNIT FILES

Fiscal Records
- Monthly Expenditures from Purchase

of Care, Service, or Clinical
Vendor Files

- Informational^ Data on Placements
Foster Care Files

- Individual, Licensed Foster Care Files
Contracts

- Long Form Contracts for Local Services
(Shelter Care and Group Home)

Child Files
- Individual Child Care Files for Youth in

Placement

APPLICATION FOR MEDICAL ASSISTANCE

- Application Form
- Citizenship/Alien Form
- Fraud Form
- Birth Certificate
- Copies of Social Security Card
- Record of Eligibility
- Related Correspondence

TRANSPORTATION FILES

- Statistical Reports
- Trip Tickets
- MHnthly Calendar
- Overtime Vouchers
- Receipts

Wfy JJAjhrtao M*tr6 *£w*S d&itj
TIH«
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Retain for five (5) years,
then destroy.

Retain for three (3)
years, after case closed
or youth's 21st birthday.
Then destroy.

Retain for five (5)
years, then destroy.
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23.

24.

TRANSPORTATION FILES - Contd

- Expense Accounts
- Sign-in/Sign-out Sheets
- Related Correspondence

LOG BOOKS

These books contain a log of all referrals made to
a local office by the Maryland State Police,
Sheriff's Department, Board of Education, Parents,
etc., which includes the date received, youth's
name, offense, offense number, and date of birth.

PROGRAM FOLDERS

This series applies to programs filed in alphabetical
order containing materials and brochures of various
programs utilized by the Department of Juvenile
Services in the treatment of juveniles.

BUSINESS RECORDS AND INVOICES

Retain for thirty (30)
years., then destroy. .

Retain permanently,
transfer periodically
to State Archives.

Retain for three (3) years
and audit, then destroy.

• 2 5 .

i This series consists of documents relating to bills,
expenses, invoices and receipts for the following:

- Automobile Maintenance
- Equipment Maintenance
- Telephone Usage r

- Invoices for Purchases
- Supply Requests
- Vouchers
- Related Correspondence

26. INTERGOVERNMENTAL AGREEMENT GRANTS/STATISTICS „ n .
Screen annually. Destroy

. B l l l s materials no longer needed
- Budgets f o r c u r r e n t business.
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27.

28.

INTERGOVERNMENTAL AGREEMENT GRANTS/STATISTICS - Contd

— Transportation Reports
— Statistical Reports

— Monthly
— Quarterly
— Annually

— Related Correspondence

AREA DIRECTORS FILES

These files are used for projected management reports
and planning (statistical and budgetary). Folders
contain all or some of the following:

— Workload Information
— Budgetary Information
— Child Related Statistics
— Staff Related Information
— Physical Plant Information
— Related Correspondence

OPEN ADMINISTRATIVE PROBATION RECORD

Retain for ten (10)
years, then destroy.

Records in this series are the case folders of
juvenile probationers who are currently under
courtesy probation supervision in another
jurisdiction, but were ordered on supervision by the
County Court System. These folders contain such
information as the following:

- Court Orders •
- Social Histories and Evaluations
- Psychological Reports
- Case Memorandums
- Police Reports • • . .

Interstate or Iriter-region
Correspondence and Forms " '
Computer Printouts

Armey, »t CXrillwt !»••«•»•«••**•
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Retain for three (3) years
after case is closed or
youth«s 21st birthday.
Then destroy.
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29.

0 .

31 .

DEPARTMENTAL MEMORANDA, POLICIES AND PROCEDURES

— Department Memoranda
— Policies, Procedures, and Regulations
— Community Resource Information
— Minutes of Meetings
— Unit Information

CASE FILES/ARBITRATION

Retain permanently.
Transfer periodically to
Md. State Archives.

This file consists of reports and forms used in the
arbitration process. Documents include, but are not
limited to, the following:

— Police Reports
— Arbitration Reports
— Restitution orders
— Related Correspondence

JUVENILE COUNSELOR'S CASE FILES

Retain for three (3) years
years, after case closed
or youth's 21st birthday.
|Then destroy.

This series applies to client cases assigned to
specific Juvenile Counselors. Documents include,
but are not limited to, the following:

- Monthly Printouts of the Information System for
Youth Services (ISYS)
Face Sheets
Social Histories
Case Notes . L.. '
Computer Printouts , .' . •
Contact Sheets
Psychiatric Reports •

I- Psychological Reports
I- Addiction Records, and
J- Related Correspondence

Retain for three (3) \

years, a f t e r c a s e closed '

or youth's 21st birthday-:

Then destroy.



SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 350-1 }

RECORDS MANAGEMENT, DIVISION
727B WATERLOO! ROAD

P.O. BOX 27B
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

HaSt• of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Headquarters

1TION-RECORO SER1ES- A a H O U P O r RELATED RECORDS NORMALLY PILED AND USSD AS A UNIT POD

WFERgNCI AS KEL-L AJ RCTCNTION AND D U f O g IT I ON PURPOaEg •

4. RECORD SERIES TITLE

Office of Assistant Secretary - Headquarters

RECORD SERIES DESCRIPTION (BRIItFl-Y DESCRIBE THE TYPIB Or IN FORMAT! ON/BOCUHENT8/ FORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE O* FUNCTION OF THE SERIES 1

The Assistant Secretary for Field Services is responsible for the coordination of all aspects
of intake, probation, and aftercare of juvenile offenders. Files are maintained for all
administrative activities involving the field operations in the 24 jurisdictions of the state;
tive m a t t e r s T T a n d . P ™ c e d » ™ s involving federal, state and local agencies; all administra-
tive matters dealing with confidential issues with the Office of the Secretary and Deputy
Secretary; matters dealing with the Executive, Judiciary and Legislative Branches of
R ^ r T n " "^erials -i^t include, but are not limited to: Files for Areas I-IV;
orI ̂ t S n ^ n i t S " " 1 1 1 1 ° r 8 a n i Z a t i O- and correspondence relating to Treatment Programs

7. RECORD SERIES FORMAT(S]

a LETTER SIZE • MICROFILM

a LEGAL SIZE O CCMFUTER TAPE

a BOUND BOOK O FLOPPY DISK

Q̂ fljJDIO TAPE D VIDEO TAPE

?( SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

G NUMERICAL

B CHRONOLOGICAL

B GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

n FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S) -

1 a MICROFILM REEL(S]
NUUagTf ° COMPUTER TAPE(S)

• O QTHFP;«!PFrl|rY)

I 1 .FILE IS USED

CS DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
5

MUMBEB
n MONTH(S) S YEAR(S]

13. CURRENT LOCATION(S) ( BLDG. , FLOOR. ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY /.OENCY OR OFFICE )
D YES • NO

IS. ACCESS RESTRICTIONS S YES D NO

(IF YES, CITE LAR(B) a RBOULATION(s)
Annotated Code of Maryland; Courts and
Tn/j^;^i rt cccdinga, G 3-020

16. AUDIT REQUIREMENTS

W NONE D STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? { |p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDlARe/ SOFTWARE )

D YES » NO

18. RECOMMENDED RETENTION

Retain for thirty (30) years, then destroy.

19. NAME AND TITLE OF PREPARER
^ A o n Dai ley
^•Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DGS S50-4 (REVISED 2/87)



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-1]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEFDEPARTMENT/AGENCY

of Juvenile Services

2. DIVISION

Field Services

s. UNIT

Inter—State Compart
DEFINITION-RECORD SERIES-* O H O U F o r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

HBFtRgWCE AS WELL AS RETENTION AND DISPOSITION PUBFOflgg

4. RECORD SERIES TITLE

Inter—State Compact — Headquarters

5. RECORD SERIES DESCRIPTION lBRIItrUY DESCRIBE THE TYI»ES OF" INFORMATION/DOCUMENT8/FORH8 FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

The Maryland Interstate Compact for Juveniles is responsible for the tracking and transferring
of youth across state boundaries while serving the ends of justice, the welfare of the youth,
and the protection of the community. Files generally consist of all correspondence between the
various states involved, the field offices, and this unit. Files consist of, but are not
limited to, the following: Pre-dispositional Investigation Long Form; Rules of Probation;
Disposition Order, Application for Compact Services; Memorandum of Understanding and Waiver
Request for Placement; Investigation and/or Out-of-State Supervision; Correspondence from other
States; Report Cards and Transcripts; Psychological, Psychiatric, and Medical Evaluations; and
social Histories.

7. RECORD SERIES FORMAT(S)

9 LETTER SIZE • MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

P ^ W I O TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

5} ALPHABETICAL

a NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

12
NUMBER

D FILE DRAWER(S)
a MICROFILM REEL(S]
D COMPUTER TAPE(S)
H OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

° FILE DRAWER(S)
- 0 - D MICROFILM REEL(S]
NUUbgtt a COMPUTER TAPE(S)

• QTHFRI gPFr 1 FY 1
11 . FILE IS USED

S DAILY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S) ISYEAR(S)

E K
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OENCY OR OFFICE)
» YES • NO

IS. ACCESS RESTRICTIONS 5 YES • NO
(IF YES. CITE LAB(S) a REOULATION(S)

Annotated Code of Maryland - Courts and
JiiHir-jai Pi-f-p^dingG S 3 828

16. AUDIT REQUIREMENTS

a NONE C3 STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARc/ SOFTWARE )

° YES R NO

18. RECOMMENDED RETENTION

Retain for three (3) years after case
closed, or. youth's 21st birthday.

I^AlAME

^ron Da

AND TITLE OF PREPARES

Dailey
Management Analyst

20. TELEPHONE NUMBER

333-6337

2 I . DATE

11/30/90

DGS 350-4 (REVISED 2/87)



INSTRUCT1QMS•-TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 350-1 ]

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE

I . DEPARTMENT/AGENCY

E^P. of Juvenile Services
2 . DIVISION

Field Services

3. UNIT

Local Offices

CEF IN IT I ON-RECORD SERIES-* O R O U F O r «"-ATKD RECORDS NORMALLY1 FILED AND USED AS A UNIT FOB
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

Personnel Records

8. EARLIEST YEAR/LATEST YEAR
1967 T O Present

S. RECORD SERIES DESCRIPTION (BRIItFI-Y DESCRIBE THE TYPES OF" INPORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Files include all standard personnel forms as well as other media which support data for both
special and general personnel records. Files may include, but are not limited to, the follow-
ing: MS22; MS100; Appointment Letter, Payroll Forms; Position Action Request; Recruitment
Screening Report; Transaction Form; Withholding Exemption Certificate; Designation of
Beneficiary Form; Retirement Form; Affirmative Action Plan; Police Checks; Grievance Actions;
Orientation Program; Employment History; Commendations; Counseling Sessions; Efficiency Ratings;
Health Insurance Benefits; Leave Cards; Probations; Promotions; Resumes; Reclassifications;
Training Information; Sick Leave; Substance Abuse; Suspensions; Temporary Employment; Letters
of Retirement; Resignation, Transfer, on Dismissal; General Correspondence; etc.

7. RECORD SERIES FORMAT(S)

t* LETTER SIZE O MICROFILM

° LEGAL SIZE Q COMPUTER TAPE

a BOUND BOOK D FLOPPY DISK

a^A>lO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

K FILE DRAWER(S)

39 D MICROFILM REEL(S]

E COMPUTER TAPE(S)
N U M B E * D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)

O MICROFILM REEL(S;

[BBR- a COMPUTER TAPE ( S )

D QTMFP/sppriryy
NUKE

1 1 . FILE IS USED

S DAILY O WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

S D MONTH(S) 63 YEAR(S]
MBFNUMBER

13. CURRENT LOCATION(S) ( BLDQ. .FLOOR. ROOM)

All Local Offices in State

14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF YES, SPECIFY /.OENCY OR OFFICE)

a YES D NO DJS Headquarters

IS. ACCESS RESTRICTIONS B YES O NO

( I F YES, CITS LAB(S) a REGULATIONS)

State Government Article Section 10-616

16. AUDIT REQUIREMENTS

Of NONE D STATE D FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE)

D YES i NO

18. RECOMMENDED RETENTION

Retain for five (5) years after
termination of employment, then destroy

AND TITLE OF PREPARERll^^AME

TJon Dailey
Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS S50-4 (REVISED 2/87)



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1 ]

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

^DEPARTMENT/AGENCY

of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Local Offices

CEF1N1T1ON-RECORD SERIES-* O R O U F O r R K L A T E D MCORDB NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE At iglX Ag BBTgNTIQW AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

General Files

5. EARLIEST YEAR/LATEST YEAR

1967 TO Prespnt-

8. RECORD SERIES DESCRIPTION lBRIItF1-r DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BURIES)

Release Documents used for supportive information. Record series may include, but is not

l Z ^ l°\ n f ° 1 1 O W l n g : M l l s f o r applies; equipment, or services; Monthly Accident Reports;

Law Related Documents; Form Letters; Inventory Records; Outdated or Obsolete Forms; Clinical

Services; Interdepartmental Letters and Memos; Expense Reports; Mileage Forms; Supply Requests-

Seoart'me^rP fnd.MemOS ™ V™*™™ O r facilities; Volunteer Coordinator Information; * '

Records Disoo«1C1MS t ^« u lf t l o n s5 J o b Announcements; OSHA Documents; Certificates of

Correspondence * * " ^ R e q U C S t S ; I S Y S S t o u t s ; Minutes of Meetings, and Assorted

7 . RECORD SERIES FORMAT(S)

IX LETTER SIZE • MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

t ^ K > I O TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

a NUMERICAL

B CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER (SPECIFY)

9. VOLUME

124
NUMBER

I* FILE DRAWER(S)
Q MICROFILM REEL(S|
D COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)

64.5 n MICROFILM REEL(S)

RTaaBER" D COMPUTER TAPE ( S )

1 1 . FILE IS USED

t* DAILY ° WEEKLY D MONTHLY

1 2 .

Nxre

FILE BECOMES INACTIVE AFTER
O MONTH(S) a YEAR(S)

13. CURRENT LOCATION(S) { BLDG..FLOOR,ROOM)

All Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IF YES, SPECIFY /.OENCY OR OFFICE)
Q YES ft NO

15. ACCESS RESTRICTIONS 5 YES O NO

(IF n s , CITE LAW(fl) fll RBOULATION(B)

State Government Article Section 10-616
Annnrarpri C.niie of Maryland

16. AUDIT REQUIREMENTS

Q NONE S3 STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDBARE./SOFTWARE )

Q YES S NO

1 8 . RECOMMENDED RETENTION

Retain permanently

IS|feAME AND TITLE OF PREPARER

^^Don Dai ley

Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS 950-4 (REVISED 2/87)



INSTRUCT!QMS--TYPE OR PR INT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 3B0-! )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t .

*

•ARTMENT/ AGENCY

of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Local Offices

DEFINITION-RECORD SERIES-* a R O U* O r M L A T K D RECORDS NORMALLY FILED AMD USKD AS A UNIT FOR
•• REFERENCE A« WELL A« HmtNTIQW AMD DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

Master Control Cards

S. RECORD SERIES DESCRIPTION ;BRIKFI-Y DESCRIBE THE TYPES OF" INFORVATION/DOCWENTS/FOMW FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

This record of 5»x8» Cards applies to all local offices that maintain ongoing records of

7. RECORD SERIES FORMAT(S)

2 LETTER SIZE O MICROFILM

3 LEGAL SIZE Q COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

Q^BoiO TAPE a VIDEO TAPE

5 OTHER{SPECIFY)

5"x8" Index Cards

8. RECORD SERIES SEQUENCE

% ALPHABETICAL

O NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

* FILE DRAWER(S)
O MICROFILM REEL(S;

IL£l~t_. D COMPUTER TAPE { S )
NUMBER D O T H E R( S p E C I F Y)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)
j q D MICROFILM REEL(S]

NUWBETI ° COMPUTER TAPE(S)

D QTHEHl SPECLLFY \

1 1 . FILE IS USED

IS DAILY a WEEKLY O MONTHLY

12* FILE BECOMES INACTIVE AFTER
A 8 e 21+5 • MONTH(S) S3 YEAR(S)

NUMBER '
13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

All Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IF YES, SPECIFY AOEKCY OR OFFICE)

a YES a NO

IS. ACCESS RESTRICTIONS 8: YES • NO

( IP YKS, CITE LAS(B) St RBOULAT ION( S)
Annotated Code of Maryland; Courts and
•T11/-H f -i al Prnrnn^i'np|- C.^- Q OOP

16. AUDIT REQUIREMENTS

8 NONE D STATE • FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF Y C S . U ^ L A I N
BRIEFLY AND DESCRIBE: ANY HARDBARc/SOFTWARE )

Q YES 5 NO

18. RECOMMENDED RETENTION

Retain for thirty (30) years, then destroy.

AND TITLE OF PREPARER

Ubn Dailey
Management Analyst

2 0 . TELEPHONE NUMBER

333-6337

2 t. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

JITH RECORDS RETENTION SCHEDULE

(DOS 380-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i

•

•AfOVENT/AGENCY

. of Juvenile Services

2 . DIVISION

Field Services

3. UNIT

Local Offices

CEFINITIGN-RECORD SERIES-A a H O W O r M L A T B D RCCOHD8 NORMALLY FILJED AND USCO AS A UNIT rOW
WKFERgMCg AS WE 1-1. A« RETENTION AND DIBPOalT ION PURPO3Ea •__

*. RECORD SERIES TITLE

Intake Files

8. EARLIEST YEAR/LATEST YEAR

1876 "rc Praeant

3 . RECORD SERIES DESCRIPTION / B R I I C r i - Y DMCHIBK THE TYFM Of IN FORMAT I ON/DOCUMENTS/ FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES

The purpose of this series is to monitor and track youth under DJS supervision. The series

DCS 3 3 0 - 4 (REVISED 2 / 8 7 }

1. RECORD SERIES FORMAT(S)

% LETTER SIZE ° MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

3 BOUND BOOK O FLOPPY DISK

=^^3IO TAPE O VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

» ALPHABETICAL

O NUMERICAL

0 CHRONOLOGICAL •'

C GEOGRAPHICAL

D OTHER(SPECIFY)

1 l' FILE IS USED

<* DAILY a WEEKLY D MONTHLY

13. CURRENT LOCATION(S) ( BUCXS. . FLOOR, ROOM)

All Local Offices

13. ACCESS RESTRICTIONS • YES O NO

(IF -nta, CITK UAW(S) a RKOULATION(S)

Annotated Code of Mary;and; Courts and Judicial
PrnreoHinoc <ior~ T R9ft

17 . IS AN INDEX SYSTEM USEDT ( IF YKS.UVLA1N

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O Y E S Ot NO , • - - . , . ,

\ !|^^AME AND TITLE OF PREPARER

T)on Dai ley

Management Analyst

i

9. VOLUME
» FILE DRAWER(S)
Q MICROFILM REEL(S)

267.5 D COMPUTER TAPEIS)
NUMBER n OTHER ( SPEC I F Y )

I 0. ANNUAL ACCUMULATION

fi FILE DRAWER(S)

n MICROFILM REEL(S)

huuQgh ° COMPUTER TAPE(S)
O OTHFBISPFrlFY!

1 2 • FILE BECOMES INACTIVE AFTER

Aee 21+5 o MONTH(S) 51 YEIAR/SI f
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE? j
tlF YES, SPECIFY AOENCY OR OFFICE) j
• YES 8 NO 1

16. AUDIT REQUIREMENTS

• NONE Cl STATE O FEDERAL • INDEPENDENT |

I

18. RECOMMENDED RETENTION . •/:-i_

Retain for three (3) Years» after 18th

or 21st birthday, case closed. ^S>USA%£<^

2 0. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
?CEV1SED RECORD SERIES. FORWARD
JITH RECORDS RETENTION SCHEDULE
(DCS SBO -1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 2079*

AGENCY RECORDS INVENTORY

i

•

ARTMENT / AGENCY

of Juvenile Services

2. DIVISION

Field Services

3 . UNIT
Local Offices

3£F1NIT1ON-RECORD SERIES-* a R O U ^ O r R*LATKD RECORDS NORMALLY FILED AMD U » O AS A UNIT FOR
WFERgNCt AS WELL A« RKTKNTION AMD DlgWglTION PURPOSES

•» . RECORD SERIES TITLE

Case Folders

B. EARLIEST YEAR/LATEST YEAR

1965 T O Present

s. RECORD SERIES DESCRIPTION [BilI l tFl-Y OBiCHIK TKK TYFIB OF" INFORMAT ION/DOCUMENTS/ FORM* FOUND
IN THE SERIES. INCLUOK THE PURPOSE On FUNCTION OF THK SKfTIESJ

7. RECORD SERIES FORMAT(S)

* LETTER SIZE O MICROFILM

3 LEGAL SIZE O COMPUTER TAPE

3 BOUND BOOK • FLOPPY DISK

a^H}IO TAPE Q VIDEO TAPE

3 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

O NUMERICAL .,

3 CHRONOLOGICAL.

n GEOGRAPHICAL

d OTHER(SPECIFY)

1 l • FILE IS USED

B DAILY Q WEEKLY O MONTHLY

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)

All Local Offices

15. ACCESS RESTRICTIONS % YES ° NO
( ir YIS, CITS LAW(S) a, RKOUUTION(S)

Courts and Judicial Proceedings, Sec. 3-828

17 . IS AN INDEX SYSTEM USEDT ( IF YWS.KXfLAIN
BRISFLY AND DESCRIBE ANY HARDWARE,/ 8OPTIARC )

D YES S N O

f _ _ •' •

I Sj^^AME AND TITLE OF PREPARER

Don Dailey
Management Analyst

i

9. VOLUME

8 FILE DRAWER(S)

780 S G M1C R O F I l- w REEL(S)
• COMPUTER TAPE I S )

NUMBER n OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
B FILE DRAWER(S)

1 9 6 E MICROFILM REEL(S)
hbUbgh a COMPUTER TAPE(S)

12 • FILE BECOMES INACTIVE AFTER
Age 21+5 n MONTH(S) S3 YEAR(S) [

14. IS RECORD SERIES DUPLICATED ELSEWHERET j
tlF YES, SPECIFY /.OEKCY OR OFFICE) j
• YES » NO j

16. AUDIT REQUIREMENTS

S NONE • STATE Q FEDERAL n INDEPENDENT

1
18. RECOMMENDED RETENTION

Retain for t h r e e ( 3 ) y e a r S a f t e r caSft

i closed or 21st birthday.

2 0. TELEPHONE NUMBER

333-6337
2 J . DATE

11/30/90

DGS 3 5 0 - 4 (REVISED 2 / 8 7 )



I f STRUCT 1 QMS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
*ITH RECORDS RETENTION SCHEDULE
(DOS 550-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEPARTMENT/AGENCY

D^WF. of .Tlivpni 1 p Sprvirpq

2 . DIVISION

Field Services

3. UNIT

Local Offices

C£F IN 1TION -RECORD SERIES-* a R O U P O r ""-ATED WCORDfl NORMALLY FILED AND U»O AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

Court Files

5. EARLIEST YEAR/LATEST YEAR

1 Qfln TO Prttcont

8. RECORD SERIES DESCRIPTION IBRIIH'1-Y DESCRIBE THE TYPES OP" 1 NrORHAT I ON / DOCUWBNTS/ FORWS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OJt FUNCTION OF THE SERIES)

This series consists of cases referred to Juvenile Court a nH M, O- A-
Documents include, but are not limited to , and their dxsposxtxon thereafter.
School Records; Psychiatric and " , ^ the following: Police Reports; Juvenile Petitions;

7. RECORD SERIES FORMAT(S)

*; LETTER SIZE • MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK ° FLOPPY DISK

)IO TAPE a VIDEO TAPE

° OTHER(SPECIFY)

RECORD SERIES SEQUENCE

B ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

n GEOGRAPHICAL

n OTHER(SPECIFY)

9. VOLUME

75

"FILE DRAWER(S)

a MICROFILM REEL(S;
D COMPUTER TAPE(S)

N U M B E * a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)

31 O MICROFILM REEL(S)

KT33SBB" a COMPUTER TAPE{ S )
D QTHFPI gPFriry I

1 1 . FILE IS USED

IX DAILY a WEEKLY a MONTHLY

12. FILE BECOMES INACTIVE AFTER

"""* a MONTH(S) 53 YEAR(S]
«BER

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM)

All Local Offices

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
fclF YES, SPECIFY /.OEKCY OR OFFICE)

n YES 8 NO

15. ACCESS RESTRICTIONS B YES O NO

(IF YES, CITE LAW(S) * RKOULATION ( S)
Courts and Judicial Proceedings, Subtitle 8
"• ition 3 828

16. AUDIT REQUIREMENTS

8 NONE E STATE Q FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES,EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDBARE/ SOFTWARE )

O YES 9 NO

IS. RECOMMENDED RETENTION

Retain for th r ee
: C3) years after case

closed or 21st birthday.

i^^LAME

^^ron Da

AND TITLE OF PREPARER

Dailey

Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
3ITH RECORDS RETENTION SCHEDULE
(DOS S50 -I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEPARTMENT/AGENCY

of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Local Offices

CCFINITION-RECORO SERIES A OHOUF Or HBLATHD RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

wreRwei A i n u . A« RKTKNTJOH AND DISPOSITION puppoaea •__

4 . RECORD SERIES TITLE

Probation and Aftercare Case Folders

5. EARLIEST YEAR/LATEST YEAR

1070 TO Pfcacnt

RECORD SERIES DESCRIPTION / B R I K F l- Y DESCRIBE THE TYPES OP" 1NFORMATION/DOCUMCNTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES]

This series applies to youths under court probation. Documents include; but are not
limited to, the following: Court Orders, Social Histories and Other Reports to the Court;
Psychiatric and/or Psychological Evaluations; Case Notes; School Reports; Referrals to Other
Agencies or Programs; Progress Reports from Other Agencies or Programs; Police Reports;
Petitions; ISYS Forms; Court Related Reports; Computer Printouts; Treatment Plans; Release
Orders; Terminated Summaries; Probation Agreements; Index Master Cards; and Related
Correspondence.

7. RECORD SERIES FORMAT(S)

S LETTER SIZE • MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK C3 FLOPPY DISK

Q^fc)IO TAPE O VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

» ALPHABETICAL

Q NUMERICAL

B CHRONOLOGICAL

n GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

231
NUMBER

| FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE{S)
D OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

* FILE DRAWER(S)

38 a MICROFILM REEL(S)

NuUbgfe a COMPUTER TAPE(S)
. D QTHFBISPFriryl

11. FILE IS USED

B: DAILY Q WEEKLY ° MONTHLY

l 2 > FILE BECOMES INACTIVE AFTER

- E u W °**»™<S> SVEAR(S]

13. CURRENT LOCATION(S) (BUDG.,FLOOR,ROOM)

All Local Offices
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AQEKCY OR OFFICE)

n YES ,$ NO

15. ACCESS RESTRICTIONS Gt YES a NO

(IF YIS, CITE LAwls) St RKQULATI ON ( S )

Article of Courts and Judicial Proceedings,
Soc. 3. 828 2_L

16. AUDIT REQUIREMENTS

£X NONE E STATE CJ FEDERAL E INDEPENDENT

17. IS AN INDEX SYSTEM USEDT [ tr YKS .EXPt-A IN

BRIEFLY AND BBSCHIBB ANY HARDBAREl/SOFTWARE )

d YES 5 NO

1 8 . RECOMMENDED RETENTION

Retain for three %3-) years after case .
closed or 21st birthday.

AND TITLE OF PREPARER

on Dailey
Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)



INSTRUCTIONS- - TYPE OR PR I NT A
'SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
*1TH RECORDS RETENTION SCHEDULE
(DCS 950 -1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t . DCFARTMENT/AGENCY

of Juvenile Services

2 . DIVISION

Field Services
s. UNIT

Local Offices

CELF IN IT ION-RECORD SERIES-* O R O U I" O r **LATED RECORDS NORMALLY1 FILED AND USID AS A UNIT PQR
WrEREWCt A* WELL AS RETENTION ANO DISPOSITION PUBFO3E8 __

4. RECORD SERIES TITLE

Restitution Data Cards

5. EARLIEST YEAR/LATEST YEAR

•[935 TO Prp»;pnf

6. RECORD SERIES DESCRIPTION (B"'*'ri-Y DESCRIBE THE TYPES OF" INFORMAT»ON/DOCUIKNTS/ FORMS rOUND
IN THE SERIES. . INCLUDE THB PUWO8E O*t FUNCTION OF TKK SERIES]

This series consists of index cards summarizing court costs, and/or monetary restitution owed
by youths. Information contained on the card include, but is not limited to, the following:
Youth's Name and Address; Victim's Name and Address; Restitution/Court Costs Collection Data;
and Assigned Counselor.

7 . RECORD SERIES FORMAT(S)

3 LETTER SIZE • MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

Q ^ K I I O TAPE O VIDEO TAPE

8 OTHER(SPECIFY) .
> • • ' ' : . •

5"x8" Cards

8. RECORD SERIES SEQUENCE

S ALPHABETICAL

• NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER (SPEC I rY) <J--i

9. VOLUME

NUMBER

Q FILE DRAWER(S)

O MICROFILM REEL(S]

D COMPUTER TAPE(S)

B OTHER(SPECIFY)
5"x8" File Boxes

I 0 . ANNUAL ACCUMULATION

D FILE DRAWER(S)

O MICROFILM REEL(S)

ECnSBTT a COMPUTER TAPE(S)

I 1 .FILE IS USED

a DAILY D WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

NUMBER
a MCNTH(S) 1̂ YEAR(S)

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)
Some Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOEKCY OR OFFICE)
: O YES a NO

13. ACCESS RESTRICTIONS H YES • NO

( IF YIS, CITE LAW(s) * RRQULATION(S)

^ot.,^f^g?d^_g!.M^FYlandj A r t M f o£ Courts

1 6 . AUDIT REQUIREMENTS

D NONE B STATE • FEDERAL ° INDEPENDENT

and Judicial Froceedines. Sec 3-828
17. IS AN INDEX SYSTEM "fisko f e f | > Y M . J W U , N

BRIEFL.Y AND DESCRIBE ANY HARDWARE/ SOFTWARE )

Q YES Oc NO . .

I 8 . RECOMMENDED RETENT I ON

Retain for

destroy.
twelve (12) years, then

^^LAME

^ ^ D o r

AND TITLE OF PREPAREH
Don Dai ley
Management Analyst "

2 0. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SSO-I]

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

! . DEPARTMENT/AGENCY

of Juvenile Services

2. DIVISION

Field Services

3 • UNIT

Local Offices

CEF IN ITION -RECORD SERIES-A a R O U F O F «LATKO RECORDS NORMALLY FILED AND USED AS A UNIT rOR
REFERENCE AS WEU. AS RETENTION AND DISPOSITION rUBPQgEi L_

4. RECORD SERIES TITLE

Restitution Case Files

5. EARLIEST YEAR/LATEST YEAR

1978 TO Present

9. RECORD SERIES DESCRIPTION lBRIK|ri-Y DESCRIBE TMK TYPES OF" INFORMATI ON /DOCUMENTS / FORMS rOUND
IN THE SERIES. . INCLUDB THE PURPOSE OR FUNCTION OF THI BEFTtCS]

This file for both formal and informal cases in which the youth is required or ordered to pay
court costs and/or restitution. Documents may include, but are not limited to, the following:
Restitution Input Documents; Copies of Receipts; Court Orders; Informal Agreements; Payment
Records; Input Documents; Payment Authorizations; Intake Form; Contract for Hours to be Worked;
Parents Waiver for Liability; Worksite Timesheet; Worksite Evaluation Form; Final Status
Report; and Related Correspondence.

7. RECORD SERIES FORMAT(S)

3 LETTER SIZE ° MICROFILM

3 LEGAL SIZE O COMPUTER TAPE

3 BOUND BOOK ° FLOPPY DISK

q^^tlO TAPE C VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ ALPHABETICAL

a NUMERICAL

G CHRONOLOGICAL

<3 GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

32
NUMBER

S FILE DRAWER(S)
O MICROFILM REEL(S)
E COMPUTER TAPE(S)
a OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

H FILE DRAWER(S)

12 D MICROFILM REEL(S]

NbUbgfe D COMPUTER TAPE(S)
D QTWFRI ^PFrl FY 1

1 1 . FILE IS USED

CX DAILY D WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

Q MONTH(S) $YEAR(S]

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.OENCY OR OFFICE)
E YES 51 NO

IS. ACCESS RESTRICTIONS 0t YES • NO

(IF YIS, C1TK UAw(s) Si RKOULATI ON ( S )
Annotated Code of Maryland, Courts and
•TiiH irial Prnrccrii'^nf C#»^

16. AUDIT REQUIREMENTS

B NONE • STATE 0 FEDERAL H INDEPENDENT
-&2S-

1 7 . I S A N I N D E X S Y S T E M U S E D T ( I F Y C S . U 7 L A 1 N

BRIEFLY AND DESCRIBE ANY HARDBAKE./ SOFTWARE )

Q Y E S St NO •

1 8 . RECOMMENDED RETENTION

Retain for twelve (12) years, then destroy.

^ ^ A M E AND TITLE OF PREPARER

^Pon Dailey
Management Analyst

2 0. TELEPHONE NUMBER

333-6337

2 1 DATE

11/30/90

DCS 3S0-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINTYA
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-t }

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 1 2 OF 3 1

1

D#
DEPARTMENT/AGENCY

of Juvenile Services

2. DIVISION

Field Services

3. UNIT
Local Offices

CEFINITION-RECORD SERIES A OHOUF Or RKLATKD RtCORDfl NORMALLY FILSD AND USSD AS A UNIT K R
REFERENCE AS WELL AS HBTKNTI Of* AND DIBPOS IT I ON PURPOSES •__

4. RECORD SERIES TITLE

Employee Timekeeping Records

8 . EARLIEST YEAR/LATEST YEAR
1985 TO Present

«. RECORD SERIES DESCRIPTION (BRIKrl-Y DMCRIBB TMK TYPES Or 1HFORMATI ON / DOCUMENTS/ FOFHW FOUND
tN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES)

This series concerns the time worked by personnel. Documents may include, but are not
limited to, the following: Time Sheets Completed Daily by Each Employee; Copies of Timesheets
Forwarded Weekly to Headquarters; Leave Cards; Physicians' Verification of Sick Leave Usage;
Notices of Appointments for Doctor's Visits; Accident Reports; Vacancy Reports; Memos and
Directives; and Related Correspondence.

7. RECORD SERIES FORMAT(S)

53c LETTER SIZE O MICROFILM

a LEGAL SIZE C3 COMFUTER TAPE

a BOUND BOOK D FLOPPY DISK

3^K>IO TAPE & VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

n NUMERICAL

§i CHRONOLOGICAL

a GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

2.5

H FILE DRAWER(S)
• MICROFILM REEL(S)
E COMPUTER TAPE(S)

^^^^^noTHERt SPECIFY)

10. ANNUAL ACCUMULATION
&> FILE DRAWER(S)

I O MICROFILM REEL(S]
NuWbeTt ° COMPUTER TAPE(S)

D OTHEBI SPECLEYI
It . FILE IS USED

a DAILY 0t WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

S a MONTH(S) 8 YEAR(S]
J M "NUMBER

13. CURRENT LOCAT1ON(S) (BLDG.,FLOOR,ROOM)

All Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY ASENCY OR OFFICE)
D YES Cfc NO

IS. ACCESS RESTRICTIONS E YES £ NO
( IF1 YTS, CITK l_A«(s) Bt RKOULAT1 ON ( S )

16. AUDIT REQUIREMENTS

Q NONE 5 STATE O FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( I F YES. EXPLJk IN
BRIEFLY AND DESCRIBE ANY HARDBARe/SOFTWARE')

a YES B NO

18.\ RECOMMENDED RETENTION

Retain for five (5) years, or until all
audit requirements have been fulfilled,

• then destroy.

I a^^AME

^Ron
AND TITLE OF PREPARER

Dailey

Management Analyst

2 0. TELEPHONE NUMBER

333-6337

2 I . DATE

11/30/90

DCS 330-4 (REVISED 2/87)



IHSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 380-t}

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I . ̂ ^FARTMENT/AGENCY

i^B. of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Local Offices

DEFINITION-RECORD SERIES-* a R O U * O F WH-ATED RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
WBFCBgNCg Al WELL AS KBTgNTIOH AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

Supply Requisitions

8. EARLIEST YEAR/LATEST YEAR

1 Qft7 TO PT-QCOT.<-

«. RECORD SERIES DESCRIPTION lBRIItFl-Y DESCRIBE THE TYf«8 OF" INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

This series concerns monitoring the ordering of office supplies. Folders may contain all or
some of the following documents: Requisition Forms; Receiving Reports; Memos from the Chief
of Contract Services; Memos from the Accounting Chief or Fiscal Specialist; and Related
Correspondence.

7 . RECORD SERIES FORMAT(S)

5 LETTER SIZE • MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK E FLOPPY DISK

2 ^ H } I O TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

S. RECORD SERIES SEQUENCE

B ALPHABETICAL

3 NUMERICAL

H CHRONOLOGICAL.

•3 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

8 FILE DRAWER(S)
D MICROFILM REEL(s;
a COMPUTER TAPE{S)

^S'^OOTHERtSPECIFY)

10. ANNUAL ACCUMULATION

B FILE DRAWER(S)
1 Q MICROFILM REEL(S)

RTjHSSTT0 COMPUTER TAPE(S)
• on-rrpf j=;pp-r I p-y<

1 t .FILE IS USED

D DAILY a WEEKLY 0* MONTHLY

l 2 # FILE BECOMES INACTIVE AFTER

•^5 CMONTH( S ) *YEAR( S)

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)

Some Local Offices ^

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YE8, SPECIFY AOEKCY OR OFFICE)

n YES a NO

IS. ACCESS RESTRICTIONS Q YES 8 NO

(IF YIS, CITE LAW(S) a RKOULATION(S)

16. AUDIT REQUIREMENTS

n NONE H STATE O FEDERAL D INDEPENDENT

17. ISAM INDEX SYSTEM USED T ( IF YCB .EXPLA IN

BRIEFLY AKO DBSCR I BB ANY HARDWARE;/ SOFTWARE )

a YES a NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

AND TITLE OF PREPARERI S^^jAME

^ ^ o n Dai ley

Management Analyst

20. TELEPHONE NUMBER

333-6337

2 1 . DATE

11730/90

DCS 350-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 5B0-I )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY

^ K . of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Local Offirog

DEFINITION-RECORD SERIES-* a R O U P o r MLATBD RECORDS NORMALLY FILED AND USSO AS A UNIT FOR
• REFERENCE A« WELL Ag RETENTION ANO DISPOSITION PURPOSES •

*. RECORD SERIES TITLE

Resource Consultant Tnfnmufinn

5. EARLIEST YEAR/LATEST YEAR

1981 TO Prpcpnt

j. RECORD SERIES DESCRIPTION lBRIItFl-Y BESCHIBB TKB TYFIS OF* INPORHATION/DOCUMeNTS/PORHS POUND
IN THE SERIES. INCLUDE THE PURPOSE Olt FUNCTION OF THE SERIES'

This file pertains to information on programs available for possible placement of youth under
DJS supervision. Documents may include, but are not limited to, the following: LCC Information
Brochures; Placement Materials - In,and Out-of-State; Budget Packets; School Information;
Contracts; Purchase Orders, Invoices; ProgramsMaterial; Requests for Proposal; Regulations for
SCC; Monthly Reports; Negotiated Rates of Payment; Files on Youth Previously in Placement; and
Related Correspondence.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK Q FLOPPY DISK

° A l l O TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

59 CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY J

9. VOLUME

63
NUMBER

B FILE DRAWER(S)

Q MICROFILM REEL(S]

° COMPUTER TAPE(S)

n OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

& FILE DRAWER(S)

10 a MICROFILM REEL(S)

KTOBEE" a COMPUTER TAPE{S)
.__ D QTHFBtfiPFrlFYl

1 1 .FILE IS USED

& DAILY a WEEKLY ° MONTHLY

12. FILE BECOMES INACTIVE AFTER
5

NUMBER
n MONTH(S) S YEAR(S)

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)

Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY AOEKCY OR OFFICE)
Q YES S NO

15. ACCESS RESTRICTIONS • YES St NO
(IF YES, CITS LAW(S) a RBGULATION(S)

16. AUDIT REQUIREMENTS

° NONE ft STATE Q FEDERAL C3 INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IP YIS.U7UIN
BRIEFLY ANO DESCRIBB ANY HARDWARE./ SOFTWARE )

Q: YES OP NO

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

AND TITLE OF PREPARER

Don Dailey
Management Analyst

2 0 . TELEPHONE NUMBER

333-6337

2 1 . DATE

11/30/90

DGS S 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 380-1 ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEPARTMENT/AGENCY

D^V* of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Local Offices

DEFINITION-RECORD SERIES-* a R O U P O r RELATED RECORDS NORMAL.L.Y rtLJCD AND USED AS A UNIT FOR
- warCREHCt AS WEt-u A S R B T K W T I O W A M D DiaroaiTtoN Ftmpoaga •__

4. RECORD SERIES TITLE

Supervisor's Records

8. EARLIEST YEAR/LATEST YEAR

\Q11L TO Praconf

/FORMS FOUND«. RECORD SERIES DESCRIPTION (BRIItFl-Y D I 8 C R I " ™ « TYf«8 OF" INFORMATION/DOCUMENTS/I
IN THE SERIES. INCLUDB THE FURFOSE O* FUNCTION OF THE SERIES]

This series contains assorted documents which are kept by the supervisors. The documents
include; but are not limited to, the following: Government Policies and Procedures (State
Departmental, and Local); State Vehicle Statistics; Sample Forms; Descriptions of Vendor
Programs; Job Application Forms; Yearly Evaluations; Employee Memos; Leave Documents; Employee
Commendations; Employee Reprimands; Caseload Statistical; Population Counts; Case Assginments;
Notes of Meetings and Conferences; and General Correspondence.

7. RECORD SERIES FORMAT(S)

« LETTER SIZE ° MICROFILM

O LEGAL SIZE Q COMPUTER TAPE

a BOUND BOOK • FLOPPY DISK

° A ) I O TAPE • VIDEO TAPE

° OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

9 ALPHABETICAL

O NUMERICAL

B CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

11' F1LE IS USED

K DAILY Q WEEKLY O MONTHLY

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Local Offices

IS. ACCESS RESTRICTIONS • YES S NO
(IF YTS, CITE t-Aw(s) a RBOULATION(S)

17. IS AN INDEX SYSTEM USED? ( | F YKS.EXFLJMN
BRIEFLY AND DESCRIBE- ANY HARDWARE./ SOFTWARE )

a YES s NO

l9^feuME AND TITLE OF PREPARER

"Don Dailey
Management Analyst

9. VOLUME
H FILE DRAWER(S)
• MICROFILM REEL(S)

11 O COMPUTER TAPE(S)
NUMBER n oTHERfspECFY,

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)

.5 n MICROFILM REEL(S)
NuUbgV a COMPUTER TAPE(S)

• OTHFR/ qppr t E"Vl

1 2 # FILE: BECOMES INACTIVE AFTER

i
14. IS RECORD SERIES DUPLICATED ELSEWHERET j

tlF YES, SFKC1FY /.OEKCT OR OFFICE)
D YES 5 NO

16. AUDIT REQUIREMENTS

1* NONE a STATE D FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Retain for five (5) years, then destroy.

20. TELEPHONE NUMBER

333-6337

2!. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 380-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

16 31
PACE OF

I . DEFDEFARTMENT/ACENCY

of Juvenile Services

2 . DIVISION

Field Services

3. UNIT

I.orai nffiVnc

DEFINITION-RECORD S E R I E S - * a R O U * O r M L A T K D RECORDS NORMALLY FILED AND USCD AS A UNIT FOR

1 REFERENCE AS WELL AS MCTOWTION AND DlgPOglTION PURPOSES •

4 . RECORD SERIES TITLE

Children in Need of Supervision (CINS)

S. EARLIEST YEAR/LATEST YEAR

19fl5 TO Prpspnf

5. RECORD SERIES DESCRIPTION (BHIIWl-r DESCRIBE THK TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SKFTtCS]

This series contains documents for those youths found in need of supervision. Documents
include, but are not limited to, the following: Referrals for Services from the Board of
Education, School Services, or Families; Police Reports; School Reports; Psychological and/or
Psychiatric Evaluations; Case Notes; and Correspondence Regarding the Case.

7. RECORD SERIES FORMAT(S)

* LETTER SIZE ° MICROFILM

3 LEGAL SIZE Q COMPUTER TAPE

a BOUND BOOK • FLOPPY DISK

Q ^ K H O TAPE Q VIDEO TAPE

3 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

fil ALPHABETICAL

•3 NUMERICAL

B CHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

1 .S

5 FILE DRAWER(S)
O MICROFILM REEL(S;
n COMPUTER TAPE(S)

N U M a E* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

S FILE DRAWER(S)
O MICROFILM REEL(S)

NuUileTi a COMPUTER TAPE{S)
O QTWFRi RPFn FV1

1 1 .FILE IS USED

% DAILY Q WEEKLY D MONTHLY

12 • FILE BECOMES INACTIVE AFTER

mnLrr ° >**™(s) ^YEAR^I
13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)

Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOEKCY OR OFFICE)
a. YES D NO Tri-County Youth Services

Riir-oai

I S . ACCESS RESTRICTIONS 5 YES • NO
( i r YKS, CITE LAWls) 4 RKOUUATION( S)

Courts and Judicial Proceedings, Sec. 3-828

16. AUDIT REQUIREMENTS

8 NONE E STATE D FEDERAL E INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN
BRIEFLY AKD DESCRIBE! ANY HARDBARe/ SOFTWARE )

O YES 9 NO

18. RECOMMENDED RETENTION

Retain for
three (3)-years after case

closed or youth's 21st birthday.

AND TITLE OF" PREPARER

fh Dailey
Management Analyst

20. TELEPHONE NUMBER

333-6337

2 I. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



I F JSTRUCT1QMS - -TYPE OR. PRINT A
'SEPARATE FORM FOR EACH NEW OR
REVISE!) RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I . J2CFARTMENT/AGENCY

\t. of Juvenile Services
2. DIVISION

Field Services
3 . UNIT

Local Offices

DEFINITION-RECORD SEHIES-A aROO1P OF RELATED RECORDS NORMALLY FILED AND USSD AS A UNIT FOR
REFERENCE AS IgU. AS RBTKNTIOW AND DISPOSITION PUHPOSga •

*. RECORD SERIES TITLE

Children in Need of Assistance (CINA)
8. EARLIEST YEAR/LATEST YEAR

1972 TO Present

8. RECORD SERIES DESCRIPTION (BRIIClri-Y DMCRI8K THE TYPES OF" IN FORMAT ION/DOCUMENTS/FORMSFOUND
IN THE SERIES. INCLUDE THE PURPOSE On FUNCTION OF TMK SERIES

This series applies to Children in Need of Assistance (CINA) cases. Documents may include,
but are not limited to, the following: Referrals for Services from the Board of Education;
School Services, and Families; School Reports; Psychiatric and Psychological Evaluations;
Case Notes; and Correspondence Relating to the Case.

7. RECORD SERIES FORMAT(S)

<jt LETTER SIZE CJ MICROFILM

a LEGAL SIZE Q COMFUTER TAPE

a BOUND BOOK O FLOPPY DISK

! M D 1 O TAPE a VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

5 ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

1l• FILE IS USED

B DAILY 5 WEEKLY 0 MONTHLY

; 13. CURRENT LOCATION(S) ( BLDG..FLOOR,ROOM)

Local Offices

IS. ACCESS RESTRICTIONS tX YES Q NO
(IF YFS, CITE LAV(S) * REQULATION(S)

Courts and Judicial Proceedings, Sec. 3-828

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARE./SOFTWARE )

D YES 5 NO

I^KNAME AND TITLE OF- PREPARER

^ron Dailey
Management Analyst

i

9. VOLUME
H FILE DRAWER(S)
• MICROFILM REEL(S)

^ O COMPUTER TAPE|S)
NUMBER D cnrtvrRisPEciFr)

10. ANNUAL ACCUMULATION
B FILE DRAWER(S)

2 a MICROFILM REEL(S)
NUMBUtt' ° COMPUTER TAPE(S)

• OTWFRl^PTrlFYI
l2# FILE BECOMES INACTIVE AFTER

nrjpfer ° MONTH(S) B « J W ( S ] . \
\

14. IS RECORD SERIES DUPLICATED ELSEWHERE? j
tlF YES, SPECIFY AOENCY OR OFFICE)
a YES 8 NO

16. AUDIT REQUIREMENTS

8 NONE a STATE Q FEDERAL Q INDEPENDENT

}
18. RECOMMENDED RETENTION

Retain for three-W-yrfarff after case
closed or youth's 21st birthday.

20. TELEPHONE NUMBER

333-6337

2 I. DATE

11/30/90 I

DGS S50-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
flTH RECORDS RETENTION SCHEDULE
(DOS 950-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 2Q794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

. of Juvenile Servir.es

2. DIVISION

Fi'pirl Spr«irp<;

3. UNIT

T.nroi Of f i/*Ar

DEFINITION-RECORD SERIES-A O H O U* OP> MLATKD RECORDS NORMALLY PILED AND USKO AX A UNIT FOR
" HBFtRgNCE AM WELL Ag RETENTION AND DUPOglTIOK PURPOSES •

4. RECORD SERIES TITLE

Closed Adoption Home Study Records

5. EARLIEST YEAR/LATEST YEAR

1Q6Q TO PrPCPnf

«. RECORD SERIES DESCRIPTION (""'KrtmX DltBCH • ••• TH* TYPES OF" INFOWJATION/DOCUHeNTS/rOROT POUND
D , . , . . «N THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES}
Records in thxs serxes are the case folders for closed adoption home study cases. Documents
include, but are not limited to the following: Court Orders; Caseworker's Notes; Adult
Criminal Record Checks; Family Income Information; Completed Report with Recommendations; and
Related Correspondence.

7. RECORD SERIES FORMAT(S)

$ LETTER SIZE • MICROFILM

3 LEGAL SIZE Q COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

C^K>!O TAPE H VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

8 ALPHABETICAL

B NUMERICAL

B CHRONOLOGICAL

a GEOGRAPHICAL

E OTHER(SPECIFY)

1 * " F1LE IS USED

5 DAILY a WEEKLY O MONTHLY

13. CURRENT LOCATION(S) ( BLOC. .FLOOR,ROOM)

15223 Old Marlboro Pike
Upper Marlboro, Maryland 20770

15. ACCESS RESTRICTIONS 5 YES O NO
( tr YTfl, CITE Uklrllj ft RSOULATION(s)

Court and Judicial Proceedings, Sec. 3-828

17 . IS AN INDEX SYSTEM USEDT ( IF YKS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARC/ SOFTWARE )

a YES % NO

I I^^AME AND TITLE OF PREPARER

Don Dailey
Management Analyst

I

9. VOLUME
ft FILE DRAWER(S)
• MICROFILM REEL(S)

fi O COMPUTER TAPE(S)
NUMBER Q O T H E R ( S P E C I F Y )

10. ANNUAL ACCUMULATION
B FILE DRAWER(S)

I a MICROFILM REEL(S)
KTJBBE^ D COMPUTER TAPE ( S )

• flTWFRIRPFrlFYI
12 • FILE BECOMES INACTIVE AFTER

9 CJ-MONTHISl • YEARfS) 1
NUMBER ii

14. IS RECORD SERIES DUPLICATED ELSEWHERET j
tlP YES, SPECIFY /.OEKCY OR OFFICE)
D YES Q NO

16. AUDIT REQUIREMENTS

D NONE 0 STATE ° FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Retain for twenty (20) years (files and cross-
referenced on juvenile delinquency cases),
then destroy.

20. TELEPHONE NUMBER

333-6337

2 I. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



INSTRUCTIONS-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
»ITH RECORDS RETENTION SCHEDULE
(DCS 3B0-1]

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t . DEPARTMENT/AGENCY

Dl .̂ ̂ lf Juvenile Sp.rvif.p.s

2. DIVISION

F I P I H Sprvir.p<;

3 • UNIT

T.nrai Of fiVpc

CCFINITION-RECORD SERIES-* a R O U P O r MLATKD RCCORDB NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION ANO DISPOSITION rUBFOSEi •__

4. RECORD SERIES TITLE

*¥• 1^

5. EARLIEST YEAR/LATEST YEAR

1Q6Q TO PrpgPtit

8. RECORD SERIES DESCRIPTION ;BHIItl'UY DESCRIBE THE TYPES OF" INFORMAT1 ON/DOCUMENTS/PORtM FOUND
IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

Records in this series are the case folders for closed custody study.cases. Documents in the
series include, but are not limited to, the following: Court Orders; Caseworker's Notes;
Adult Criminal Record Checks; Family Income Information; Motor Vehicle Administration Record
Checks; Completed Report with Recommendations; and Related Correspondence.

7. RECORD SERIES FORMAT(S)

Cfe LETTER SIZE ° MICROFILM

a LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK O FLOPPY DISK

>1O TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

$ ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL

3 GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

NUMBER

B FILE DRAWER(S)
a MICROFILM REEL(S]
a COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
8 FILE DRAWER(S)
• MICROFILM REEL(S]

kLuiagfe a COMPUTER TAPE(S)
. O wwFPKPPrigvi

11 . FILE IS USED

K DAILY O WEEKLY O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
51 MONTH(S) O YEAR(S)

<blER<WBE

J3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
15223 Old Marlboro Pike
Upper Marlboro, Maryland 20772

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOEKCY OR OFFICE)

n YES 8 NO

IS. ACCESS RESTRICTIONS % YES Q NO
( IF YES, CITE LAV(s) * RBOULATION ( S)

Court and Judicial Proceedings; Sec. 3-828

16. AUDIT REQUIREMENTS

B NONE D STATE O FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARc/ SOFTWARE )

B YES D NO

18. RECOMMENDED RETENTION

Retain for twenty (20) years (files are cross- :
referenced on juvenile delinquency cases and
custody cases may be re-opened by the Court),
then destroy.

AND TITLE OF PREPARER

Don Dailey
Management Analyst

2 0 . TELEPHONE NUMBER

333-6317

2 I . DATE

11/^n/on

DGS 3 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
*ITH RECORDS RETENTION SCHEDULE
(DGS 3B0-I ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t. DEPARTMENT/AGENCY

It. of Juvenile Services
2. DIVISION

Field Services

3. UNIT

Resource Consultant Unit

C£F IN 1T1ON-RECORD SERIES-* a B O U F o r MLATBD RCCORO8 NORMALLY FILED AND USED AS A UNIT FOR
• REFERENCE AS WELJ. AS RKT8NTIOW ANO DUPOglTION WRFO9Eg •

4. RECORD SCRIES TITLE

Community Servir.pt; ihit Filoc

5. EARLIEST YEAR/LATEST YEAR

1086 ™ 1991

RECORD SERIES DESCRIPTION lBRIKFt-Y OCSCRiaB. THE TY1»«8 OF" INFORMAT ION/ DOCUMENTS /FORMS FOUND
IN THE SERIES. . INCLUDE THE PURPOSE OJt FUNCTION OF THS SEFTIES]

Community Services Unit Files

1. Fiscal,Records - Monthly expenditures & invoices from Purchase of Care, Service
Clinical

2. Vendor Files - Informational data on placements
3. Foster-Care Files - Individual, licensed Foster-Care files,
4. Contracts - Long form contracts for local services (Shelter-Care fie Group Home)
5. Child Files - Individual child care files for youth in placement

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE • MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

Q^KJIO TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

5 ALPHABETICAL

Q NUMERICAL

B CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

5 FILE DRAWER(S)
a MICROFILM REEL(S]
E COMPUTER TAPE(S)

NUMBBft a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
H FILE DRAWER(S)

2 a MICROFILM REEL(S)
NuHbgTt a COMPUTER TAPE(S)

D QTHFRlSPFrlFYI
1 1 . FILE IS USED

3 DAILY Q WEEKLY D MONTHLY

12 • FILE BECOMES INACTIVE AFTER

m f e r r a MCKrH(s> BYEAR'S'
13. CURRENT LOCATION(S) { BLDG. .FLOOR. ROOM)
200 North Washington Street
Snow Hill, Maryland 21863

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
tlF YES, SPECIFY /.OEKCY OR OFFICE)
D YES C£ NO

13. ACCESS RESTRICTIONS • YES 5 NO
(IF YltS, CITE LAw(s) * RKQULATI ON{ S)

16. AUDIT REQUIREMENTS

n NONE 5 STATE O FEDERAL E INDEPENDENT

17. IS AN INDEX SYSTEM USEDT { IF YES .KXPLA IN
BRIEFLY AND DKSCR I BE ANY HARDBARE./ SOFTWARE )

a YES 5 NO

IB. RECOMMENDED RETENTION

Retain five (5) years, thereafter destroy.

a^^AME

^flon D
Management Analyst

AND TITLE OF PREPARER

Dailey

20. TELEPHONE NUMBER

333-6337

2 I. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



INSTRUCT1QNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 3B0-I)

! . DEPARTMENT/ AGENCY

^ ^ K . of Juvenile Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Field Services

AGENCY RECORDS INVENTORY

PAGE 21 OF 31

3. UNIT !

Area III, Washington County '

CCF INI T ION-RECORD SERIES-* a H O W O F M I - * T B O RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

*. RECORD SERIES TITLE

Medical Assistance Records

5. EARLIEST YEAR/LATEST YEAR

1QR7 TO 1QQn

«. RECORD SERIES DESCRIPTION lBRIKfri>r DESCRIBE THE TYPES OF" IN FORMAT I ON/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE O« FUNCTION OF THE SERIES!

i

Application for Medical Assistance, completed forms including citizenship/alien and

fraud form, Birth Certificate and Social Security Card copies, Record of Eligibility.

7. RECORD SERIES FORMAT(S)

<jfc LETTER SIZE O MICROFILM

Q LEGAL SIZE E COMPUTER TAPE

a BOUND BOOK ° FLOPPY DISK

G^fc)lO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Ift ALPHABETICAL

Q NUMERICAL

n CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

1 * ' F1LE IS USED

K DAILY O WEEKLY a MONTHLY

13. CURRENT LOCATION!S) (BLDG.,FLOOR, ROOM)
5th Floor, 5 Public Square
Hagerstown, Maryland 21740

IS. ACCESS RESTRICTIONS 5 YES • NO

(IP YES, CITE LAw(s) 4 RBOULAT1ON(S)

Annotated Code of Marvland Tit-Io T-8?ft

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE- ANY HARDWARE/ SOFTWARE )

% YES O NO

Alphabetical Index

t S^feftME AND TITLE OF PREPARER

^^Bn Dailey

Management Analyst

9. VOLUME

% FILE DRAWER(S)

• MICROFILM REEL(S)
On '

O COMPUTER TAPE(S)
NUMBER n orr^ER{spEclFr]

10. ANNUAL ACCUMULATION

B FILE DRAWER(S)

> 0 7 Q MICROFILM REEL(S)

RTJSEBR- a COMPUTER TAPE(S)

• oTWFPKwrirvl

1 2 • FILE BECOMES INACTIVE AFTER

3 Q MCNTHfSl 53 YEABIS! f
NUMBER '

\
14. IS RECORD SERIES DUPLICATED ELSEWHERET [

tlP YES, SPECIFY /.OEKCY OR OFFICE)
* YES a N O Washington County DSS

16. AUDIT REQUIREMENTS

•; ^ NONE a STATE O FEDERAL Q INDEPENDENT

18. RECOMMENDED RETENTION

Retain for three (3) years, a£ter case

closed or youth's 21st birthday.

20. TELEPHONE NUMBER

333-6337

2 I. DATE

11/30/90

DCS 550-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
'SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
SITH RECORDS RETENTION SCHEDULE
(DGS S50-I]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEPARTMENT/AGENCY

of Juvenile Services

Z. DIVISION

Field Services

3. UNIT

Local Offices

DEFINITION-RECORD SERIES-* a H O U * O F M t U A T B D RECORDS NORMALLY FILED AND USED AS A UNIT FOR
HEFEBCTCt AS WELL AS RETENTION AND DISPOSITION PUHPOSEg •__

4. RECORD SERIES TITLE

Transportation Files

5. EARLIEST YEAR/LATEST YEAR

1^7 7 TO Pracont

8. RECORD SERIES DESCRIPTION (BRIItri-Y DESCRIBE THE TYPES OF" INPORUATION/DOCUWCNTS/FOBKfl FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

This series applies to Maryland Fleet Operations and Management Systems. Documents to
include; but not limited to, the following: Statistical Reports; Trip Tickets; Monthly
Calendar; Overtime Vouchers; Receipts; Expense Accounts; Sign-in/Sign-out Sheets; and
Related Correspondence.

7. RECORD SERIES FORMAT(S)

OfLETTER SIZE ° MICROFILM

3 LEGAL SIZE O COMPUTER TAPE

Q BOUND BOOK • FLOPPY DISK

C^^piO TAPE • VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

<3 NUMERICAL

H CHRONOLOGICAL

° GEOGRAPHICAL

D OTHER(SPECIFY)

1 ' ' F1LE IS USED

° DAILY ft WEEKLY D MONTHLY

13. CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM)

Local Offices

IS. ACCESS RESTRICTIONS • YES 8 NO

(IF YES , CITE LAw(s) & RBOULAT1 ON ( S )

17. IS AN INDEX SYSTEM USEDT (IF YIS.U7UIN

BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

D YES B NO

I I A L U E AND TITLE OF PREPARER
^Jn Dailey
Management Analyst

9. VOLUME
g FILE DRAWER(S)
O MICROFILM REEL(S)

1 • COMPUTER TAPEIS)
NUMBER n O T H E R ( S P E C I F Y )

10. ANNUAL ACCUMULATION

j? FILE DRAWER(S)

C3 MICROFILM REEL(S]

NUMBER ° COMPUTER TAPE(S)
O OTWTPI 9PFr 1 FY 1

1 2 • FILE BECOMES INACTIVE AFTER

•; Q MCNTHiSl Q YEAR/ Si
NUMBER

. • • t

14. IS RECORD SERIES DUPLICATED ELSEWHERE? j

llF YES, SPECIFY AOEKCY OR OFFICEJ

a YES a NO

16. AUDIT REQUIREMENTS

O NONE * STATE • FEDERAL E INDEPENDENT

18. RECOMMENDED RETENTION

Retain for five (5) years,
then destroy.

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DGS 330-4 (REVISED 2/87)



INSTRUCT1QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 580 -I )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEFARTMENT/AGENCY

'. of Juvenile Services

2 . DIVISION

F ~ l p 1 H Q(*Tr\TJ r*t

3. UNIT

Local Office

CEFIN1T1ON-RECORD SERIES-* O R O U r O r **«-ATKD RECORDS NORMALLY FILED AND USES AS A UNIT FOR
MreRCTCt AS « t U AS BBTKNTIOW AND DlgPCBITION PURPOSES __

*. RECORD SERIES TITLE

Log Books

5. EARLIEST YEAR/LATEST YEAR
1970 TO 1990

6. RECORD SERIES DESCRIPTION (BRIIcri-Y DESCRIBE THE TYPtB OF" INPORMATtON/DOCUMENTS/PORHS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

These books contain a log of all referrals made to this office by the Maryland State Police,
Sheriff's Department, Board of Education, Parents, etc., which includes the date received,
juvenile's name, offense, offense number and Date of Birth.

7. RECORD SERIES FORMAT(S)

0 LETTER SIZE • MICROFILM

3 LEGAL SIZE O COMFVTER TAPE

• BOUND BOOK • FLOPPY DISK

q ^ k l O TAPE a VIDEO TAPE

8 OTHER(SPECIFY}

Three ring binder

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

• NUMERICAL

% CHRONOLOGICAL

D GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

1/2

Of FILE DRAWER(S)

• MICROFILM REEL(S]
C3 COMPUTER TAPE(S)

N U M B E R a OTHER(SPECIFY]

I 0. ANNUAL ACCUMULATION

B FILE DRAWER(S)
a MICROFILM REEL(S)

5 0 flfift!#h ° COMPUTER TAPE(S)
3 OTHFRIRPFriryl

1 1 .
FILE IS USED

£ DAILY Q WEEKLY 0 MONTHLY

l 2 # FILE BECOMES INACTIVE AFTER N/A

______ a MONTH(S) a YEAR(S)
NUMBER

13. CURRENT LOCATION(S) {BLDC..FLOOR,ROOM)

Joseph D. Carter Building

First Floor, Room 1040

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
lir YES, SPECIFY /.OENCY OR OFF«CE)

O YES 30 NO

IS. ACCESS RESTRICTIONS • YES • NO

( ir YES, Ĉ ITE LAw(s) & RKOUUATI ON ( S )

Maryland Annotated Code, Article 54, Section 10

16. AUDIT REQUIREMENTS

Q NONE % STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? [ Ir Y»S,_)J>UIN

BRIEFLY AND DESCRI Be ANY HAROIARe/ SOFTWARE )

fi-YES Q NO

Information System for Youth Services (ISYS)

1 8 . RECOMMENDED RETENTION

Retain for thirty (30) years,
then destroy.

^ron Da

AND TITLE OF PREPARER

Dailey

Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS 550-4 (REVISED 2/87)



IHSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
[DCS 550-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 24 OF 31

1 . DCFARTMENT/AGENCY

of .Tiivp.ni 1 p Sprwifpi;

2. DIVISION

F-i pi H Sorwi i

3. UNIT

T n f^1 nffj/.n

C£FINITION-RECORD SERIES-* O R O U F O r R K L A T S D RECORDS NORMALLY FILED AMD USED AS A UNIT rOR
HgrEBgHCg AS IgU. AS BgTtCNTIQW AND DISPOSITION PURPO8M •

4. RECORD SERIES TITLE

>T*ain FniHorcPrngi

8 . EARLIEST YEAR/LATEST YEAR

IQ/tS TO 1QQA

RECORD SERIES DESCRIPTION J B R I I C I r l - Y B«BCRIBE THJC TYFIB OF" INFORMATION /DOCUMENTS /FORMS FOUND
•IN THE SERIES. 1NCLUDB THE PURPOSE OR FUNCTION OF THE SERIES]

This series applies to program filed in alphabetical order containing materials and
brochures of various programs/placements utilized by this office in the treatment
of juveniles.

7. RECORD SERIES FORMAT(S) "

* LETTER SIZE O MICROFILM

Q LEGAL SIZE a COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

O^ApiO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

£> ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

tjt FU.E DRAWER(S)
• MICROFILM REEL(S]
E COMPUTER TAPE{S)
D OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

IS FILE DRAWER(S)

1/8 ° M I C R O F 1 L M REEL(S)
KUBSBE" D COMPUTER TAPE(S)

1 1 . FILE IS USED

O DAILY 5c WEEKLY a MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

RAfclir D M 0 N T H<S> 8VEAR(S]

1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM)

Joseph D. Carter Building
First Floor, Room 1040

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOENCY OR OFFICE)
n Y E S ijk N O

15. ACCESS RESTRICTIONS Q YES • NO

(IF YES, CITE LAH(S) a RKGULATION(S)

Maryland Annotated Code of Maryland, Art. 54,

16. AUDIT REQUIREMENTS

Cl NONE 9. STATE 0 FEDERAL E INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YIB.U7LAIN

BRIEFLY AND DESCRIBE ANY HARDBARC/BOFTVARK )

Q YES 5 NO

18. RECOMMENDED RETENTION

Retain permanently; Transfer periodically
to State Archives.

; a^^AME

^^T)on

AND TITLE OF PREPARER

Dailey

Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS SSO-4 (REVISED 2/87)



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
[DGS 350-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t . DEPARTMENT/AGENCY Z. DIVISION 3 . UNIT

f JUVP.ITMP Sprv-icpc; TTioiH g t* T*\r T r* a c Local Offices

DZFINITION•RECORD SERIES-* aROU* o r MLATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
ItirEHCTCK A« »E1O. AS RBTKNTION AMD DlgfOglTION PURPOSES •

4. RECORD SERIES TITLE

Business Records and Invoices

8. RECORD SERIES DESCRIPTION (BRIftri-T DI8CRIW THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE O« FUNCTION OF THE SERIES)

This series applies to expense account reports submitted to General Accounting for
reimbursement of work related expenses. Documents include, but are not limited to, the
following: Automobile Maintenance; Photocopy Equipment Maintenance; Telephone Usage; Invoices
for Purchases; Supply Requests; Vouchers; and Related Correspondence.

7. RECORD SERIES FORMAT(S)

* LETTER SIZE O MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

0 BOUND BOOK ' O FLOPPY DISK

B^K>IO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

<3 NUMERICAL

S CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

1l" FILE IS USED

D DAILY Ck WEEKLY • MONTHLY

13. CURRENT LOCATION(S) ( BLDG. .FLOOR,ROOM)

Local Offices

15. ACCESS RESTRICTIONS C* YES • NO
(IF YES, CITE LAW(S) a RSQUUATIOS(S|

Maryland Annotated Code, Art. 54, Sec. 10

17. IS AN INDEX SYSTEM USEDT (lp YCS.U7UIN
BRIEFLY AND DESCRIBE- ANY HAROIARc/ SOFTWARE )

a YES a NO

t^^AME AND TITLE OF PREPARER
^^>n Dailey
Management Analyst

9. VOLUME
5 FILE DRAWER(S)
•3 MICROFILM REEL(S)

25 • COMPUTER TAPE! S )
NUMBER n OTHER{specIFY)

10. ANNUAL ACCUMULATION
H FILE DRAWER(S)
• MICROFILM REEL(S)

NufeeV a COMPUTER TAPE(S)
• OTWRlqpFrlPVl

1 2 • FILE BECOMES INACTIVE AFTER

5 D MONTH(S) 0 YEAH(S) |
NUMBER , <

1 • i
14. IS RECORD SERIES DUPLICATED ELSEWHERE? j

fclF YES, SPECIFY /.OEKCY OR OFFICE)

a YES a NO

16. AUDIT REQUIREMENTS

P NONE 5 STATE E FEDERAL Q INDEPENDENT

18. RECOMMENDED RETENTION

R e t a i n permanently. -

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DGS 350-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-t}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I . DCFAJ?TMENT/ACENCY DJS ,
Wa^feigton County Commissioners

2 . DIVISION
Field Services

3. UNIT
Area III, Washington County

DEFINITION-RECORD SERIES-* a R O U P O r w ( L A T H n RECORDS NORMALLY FILED AND USCD AS A UN IT FOR
REFERENCE AS 1B1X A» RBT8NTIOW AND DlgPOglTION PURPOSES •

*. RECORD SERIES TITLE

Intergovernmental Agreement Grants/Statistics

5. EARLIEST YEAR/LATEST YEAR

1 Q«Q TO 10On

S. RECORD SERIES DESCRIPTION .BRIEFLY DISCRIBS THE TW«8 OP"
IN THE SERIES.

INFORMATION/DOCUMENTS/PORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES I

Intergovernmental Agreement Grants/Statistics including: bills; budgets; transportation
reports; statistics (monthly, quarterly, annually); and Related Correspondence.

7. RECORD SERIES FORMAT(S)

5 LETTER SIZE O MICROFILM

a LEGAL SIZE O COMPUTER TAPE

a BOUND BOOK Q FLOPPY DISK

° A ) I O TAPE O VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

3 ALPHABETICAL

S NUMERICAL

O CHRONOLOGICAL.

n GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

S FILE DRAWER(S)

1 > 5 D MICROFILM REEL(S]
• COMPUTER TAPE(S)

NUMBBft O OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

& FILE DRAWER(S)
D MICROFILM REEL(S]

RTJOBBR" a COMPUTER TAPE(S)
( c;pFf I FV )

1 1 .FILE IS USED

° DAILY O VnEEKLY B MONTHLY

12. FILE BECOMES INACTIVE AFTER
iry_ Q MONTH(S) 5 YEAR(s;

13. CURRENT LOCATION(S) ( ELDG. ,FLOOR.ROOM)

5 Public Square, 5th Floor
Hagerstown, Maryland 21740

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY /.dENCY OR OFFICE)
• YES 5 NO

15. ACCESS RESTRICTIONS ^ YES O NO

(IF YES, CITE LAH(S) a REOUUATION ( s)

Title 3-828 .Maryland Annotated Code

16. AUDIT REQUIREMENTS

D NONE S STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.U7LAIN
BRIEFLY AND DESCHIBB ANY HARDWARE./ SOFTWARE )

O Y E S Qc NO

1 8 . , RECOMMENDED RETENTION

Retain permanently.

I S^^AME

Ton D

AND TITLE OF PREPARER

Dailey
Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS S50-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
*ITH RECORDS RETENTION SCHEDULE
(DGS SBO-t)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . ̂fcFARTMENT/ACENCY

:. of Juvenile Services

2 . DIVISION

Field Services

3. UNIT

AAl 1 fKpi rms
f\e&&-

DEFINITION-RECORD SERIES _A OROUP or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AMD DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

i F l i p s

5. EARLIEST YEAR/LATEST YEAR

1984 TO Present

S. RECORD SERIES DESCRIPTION l B R I r r i- Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FO<JND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J

These files are used for projected management reports and planning (Statisticalland Budgetary),
Documents include, but are not limited to, the following: Workload Information; Budgetary
Information; Child-Related Statistics; Staff-Related Information; Physical Plant Information;
and Related Correspondence.

7. RECORD SERIES FORMAT(S)

5 LETTER SIZE O MICROFILM

3 LEGAL SIZE O COMPUTER TAPE

° SOUND BOOK O FLOPPY DISK

C^^SIO TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

£ ALPHABETICAL

Q NUMERICAL

<3 CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

j ll • FILE. IS USED

O DAILY 5 WEEKLY • MONTHLY

; 13. CURRENT LOCATION(S) ( BLDG. , FLOOR, ROOM)

JLeg-tona-t" Managers_^0f f ice

13. ACCESS RESTRICTIONS n YES D NO
(IF YES, CITE LA«r(«) & RBOULAT1 ON ( S )

Maryland Annotated Code, Art. 54, Sec. 10

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE- ANY HARDIARe/ SOFTWARE )

D YES 5 NO

I^HAME AND TITLE OF PREPAREH

Don Dailey
rajnjgoiuoiiE jinjiyGL

9. VOLUME
a FILE DRAWER(S)
n MICROFILM REEL(S)

6 Q COMPUTER TAPE | S )
NUMBER Q oTHERfspEcjpY,

10. ANNUAL ACCUMULATION
* FILE DRAWER(S)
D MICROFILM REEL(S)

NutfesTT ° COMPUTER TAPE(S)
• QTHFRl^PPTIPYl

l2# FILE BECOMES INACTIVE AFTER
"* O MONTH(S) QrYEARfSl

NUMBER
. • I

14. IS RECORD SERIES DUPLICATED ELSEWHERE1 j
tlF YES, SPECIFY AOEKCY OR OFFICE)
D YES B NO

16. AUDIT REQUIREMENTS

D NONE 5 STATE • FEDERAL d INDEPENDENT

18.. RECOMMENDED RETENTION

Retain for ten (10) years,
then destroy.

20. TELEPHONE NUMBER

333 6337

21. DATE

11/30/00
DGS 3 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCT!QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 380-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 2079.4

AGENCY RECORDS INVENTORY

I . ^^•ARTMENT/AGENCY

Dept. of Juvenile Services

Z. DIVISION

Field Services

3. UNIT

Local Offices

CEFINIT1GN-RECORD SERIES-* aHOUr" o r RELATED RECORDS NORMALLY1 FILED AND USED AS A UNIT rOR
MFERgHCg AM WELL AS KgnCNTION ANO DlgPOglTION PUHPQSE8 •__

4. RECORD SERIES TITLE

Open Administrative Probation Record

5. EARLIEST YEAR/LATEST YEAR
1986 TO Present

RECORD SERIES DESCRIPTION iBRIiCFl-Y OEBCRIBE THE TYPIB OF- I N FORMAT ION /DOCUMENTS /PORHS FOUND.

IN THE SERIES. INCLUOS THE PURPOSE OH FUNCTION OF THE SERIES)

Records in this series are the case folders of juvenile probationers who are currently
under courtesy probation supervision in another jurisdiction, but were ordered on
supervision by the County Court system. Documents include, but are not limited to; Court
Orders; Social Histories and Evaluations; Psychological Reports; Case Memorandums; Police
Reports; Inter-state or Inter-region correspondence and forms; Computer Printouts and
Related Correspondence.

7. RECORD SERIES FORMAT(S)

qjcLETTER SIZE O MICROFILM

G LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK D FLOPPY DISK

a^PblO TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

8 ALPHABETICAL

a NUMERICAL

E CHRONOLOGICAL

B GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

K FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S)

N U M B E R a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
fi FILE DRAWER(S)

3 a MICROFILM REEL(S]
RTJ13SER" a COMPUTER TAPE(S)

11 . FILE IS USED

•̂  DAILY Q WEEKLY ° MONTHLY

12. FILE BECOMES INACTIVE AFTER
«•> aMONTHlS), SYEARCS)

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOEKCY OR OFFICE)

n YES a NO

13. ACCESS RESTRICTIONS • YES O NO
(ir YES, CITE LAv(s) * REGULATION! «)

Annotated Code, Courts and Judicial Proceedings

16. AUDIT REQUIREMENTS

B NONE Q STATE D FEDERAL ° INDEPENDENT

oec• j-ozo
17. IS AN INDEX SYSTEM USEDT [IF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE )

• YES a NO

18.'"' RECOMMENDED RETENTION

Retain for th*ee- ('3) years after case
dosed' ar youth's 21st birthday.

AND TITLE OF PREPAREH

Ton Dailey

Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



I f 4STRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SDO -1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 29 OF 31

t

t

'ARTMENT/AGENCY

t. of Juvenile Services

2. DIVISION

Field Services

3. UNIT

Local Offices

CEFINIT1ON-RECORD SERIES-* O R O U F O r M L A T K D RECORDS NORMALLY FILED AND USIO AS A UNIT FOR
ItBFERCNCC A» WELL AS RBTBNTION ANO DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Departmental Memoranda, Policies and Procedures

8. EARLIEST YEAR/LATEST YEAR

1983 TO Present

8. RECORD SERIES DESCRIPTION | B R I K F 1- Y DESCRIBE THE TYPES Or INFORMATION/DOCUMRNTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES)

This series consists of binders which contain, but are not limited to, the following:

Department Memoranda; Policies, Procedures and Regulations; Community Resource

Information; Minutes of Meetings; Unit Information; and Correspondence.

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE ° MICROFILM

3 LEGAL SIZE Q COMPUTER TAPE

a BOUND BOOK ° FLOPPY DISK

3^^>IO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

8 ALPHABETICAL

<3 NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

1 l ' FILE IS USED

a DAILY 5 WEEKLY D MONTHLY

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)

Local Offices

IS. ACCESS RESTRICTIONS • YES £J NO
(IF YES, CITE LAW(S) * RKGULATION(S)

17. IS AN INDEX SYSTEM USED? (IF YTS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAROIARE/ SOFTWARE )

a YES a NO

I H A M E AND TITLE OF PREPARER

Don Dailey

Management Analyst

9. VOLUME

H FILE DRAWER(S)
d MICROFILM REEL(S)

18 O COMPUTER TAPE(S)
NUMBER Q OTHER (spec I F Y )

10. ANNUAL ACCUMULATION

53 FILE DRAWER(S)

D MICROFILM REEL(S)

NUMBER a COMPUTER TAPE(S)
• OTHFPI<!PPrlFVl

1 2 • FILE BECOMES INACTIVE AFTER

NUMBER ° M O N T H( S) * YEAR(S) j

i
14. IS RECORD SERIES DUPLICATED ELSEWHERE? j

tlF YES, SPECIFY AOENCY OR OFFICE)
D YES S NO

16. AUDIT REQUIREMENTS

XI NONE D STATE • FEDERAL Q INDEPENDENT

IS. RECOMMENDED RETENTION >

Retain permanently.

20. TELEPHONE NUMBER

333-6337

2 I . DATE

11/30/90

DGS 850-4 [REVISED 2/87)



IMSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
»!TH RECORDS RETENTION SCHEDULE
(DGS 5B0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i .«;

'ARTMENT/AGENCY

O f .Ti1\7PTI 1 1p R P T W I f* €± g

2. DIVISION

Field Services

3. UNIT

Local Offices

DEFINITION-RECORD SERIES-* O R O U F O r R 1 S L A T 8 D RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
REFERENCE AS WELL A« BgTKNTIQW W O DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

Case Files/Arbitration

B. EARLIEST YEAR/LATEST YEAR

1 ? B 7 TO Present

«. RECORD SERIES DESCRIPTION lBRIItI'l-Y DESCRIBE TKK TYPES OF" INFORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE On FUNCTION OF THE SERIES)

This file consists of forms and reports used in the arbitration process. Documents
include, but are not limited to, the following: Police Reports; Arbitration Reports;
Restitution Orders; and Related Correspondence.

7. RECORD SERIES FORMAT(S)

5 LETTER SIZE • MICROFILM

Q LEGAL SIZE D COMPUTER TAPE

a BOUND BOOK ° FLOPPY DISK

C^^DIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

•^ALPHABETICAL

a NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

ffc FILE DRAWER(S)
Q MICROFILM REEL(S
a COMPUTER TAPE(S)^7 a COMPUTER TAPE{!

N U M B " a OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
t̂  FILE DRAWER(S)

3 D MICROFILM REEL(S]
KCBBBR" a COMPUTER TAPE(S)

: i . FILE IS USED

° DAILY ° WEEKLY K MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

1 3 . CURRENT LOCATION(S) ( BI_DG.,FLOOR,ROOM)

Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES/ SPECIFY /.OEKCY OR OFFICE)
Q YES J? NO

IS. ACCESS RESTRICTIONS • YES D NO
(IF Y K S , CITE LAH(S) a> RKOULATION(»)

Annotated Code; Sec. 3-828(b), Court and

16. AUDIT REQUIREMENTS

DC NONE n STATE O FEDERAL ° INDEPENDENT

ouaiciai rroceeoings
17. IS AN INDEX SYSTEM USED? ( IF YES,KXPLJMN

BRIEFLY AND DESCRIBE- ANY HARDWARE/SOFTWARE )

n YES 13 NO

18. RECOMMENDED RETENTION

Retain' for three (3) years after case
closed or. youth's 21st birthday.

AND TITLE OF PREPAREH

Don Dailey
M^nq crp̂ n̂ nl" Ana 1 y^ t*

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DCS 350-4 (REVISED 2/87)



I MSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
*ITH RECORDS RETENTION SCHEDULE
(DCS 5B0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i

•

'ARTMENT/AGENCY

't. of Juvenile Services

2 . DIVISION

Field Services

3 , UNIT

Local Offices

CCFIN1TION-RECORO S E R I E S - * O R O U 1" O r " " " f " 0 RECORDS NORMALLY1 FILED AND USKD AS A UNIT FOB
WFERgNCg AS WELL AS RETENTION AND DlflrOBITION PUBFOSEg •

4. RECORD SERIES TITLE

Juvenile Counselor's Case Files

B. EARLIEST YEAR/LATEST YEAR

1885 TO Preoent

RECORD SERIES DESCRIPTION (BRIItFl-Y DESCRIBE THE TYPES OF" 1NFORMATION/DOCUMENT8/PORMS FOUND
IN THE SERIES. . INCLUDE THE PURPOSE O*l FUNCTION OF THS SERIES)

This series applies to client cases assigned to specific Juvenile Counselors, Documents
include, but are not limited to, the following: Monthly Printouts of the Information Systet
for Youth Services (ISYS) of each probation counselor's caseload; Face Sheets; Social
Histories; Case Notes; Computer Printouts; Contact Sheets; Psychiatric/Psychological
Reports; Addiction Records; and Related Correspondence.

am

J. RECORD SERIES FORMAT(S)

i& LETTER SIZE • MICROFILM

• LEGAL SIZE O COMFUTER TAPE

Q BOUND BOOK O FLOPPY DISK

S^PblO TAPE O VIDEO TAPE

Q OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

£ ALPHABETICAL

<=> NUMERICAL

a CHRONOLOGICAL.

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

24

S FILE DRAWER(S)
• MICROFILM REEL(S]
D COMPUTER TAPE(S)

N U M B E* O OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

9 FILE DRAWER(S)
O MICROFILM REEL(S]

Nbfibtfti a COMPUTER TAPE(S]
• QTUTBI qppri FVl

1 I .FILE IS USED

1 DAILY D WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 ° MONTH(S) g YEAR(S)

NUMBER

1 3 . CURRENT LOCATION(S) ( BLDG.,FLOOR.ROOM)

Local Offices

14. IS RECORD SERIES DUPLICATED ELSEWHERE1
fclF YES, SPECIFY AOEKCY OR OFFICE)

a YES a NO

IS. ACCESS RESTRICTIONS 5 YES Q NO

(IF YES, CITE LAW(S) & REGULATIONS)

Maryland Annotated Code, Title 30828

16. AUDIT REQUIREMENTS

D NONE 3 STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IF YES.EXPLJUN
BRIEFLY AND DESCRIBE- ANY HARDWARE/SOFTWARE)

O YES S NO

18. RECOMMENDED RETENTION

Retain for three (3) years after case
closed-or-youth's 21st birthday.

i >• AND TITLE OF PREPARER

Don Dailey
Management Analyst

20. TELEPHONE NUMBER

333-6337

21. DATE

11/30/90

DGS 3S0-4 (REVISED 2/87)


